REFERENCE CHECK
(Rev. 04/2019)

STRICTLY CONFIDENTIAL

Assessment by: …	                         						 Date: 

of applicant ……………………………………..   for the consultancy assignment of……………..………………..in the International Civil Aviation Organization.


1.	PROFESSIONAL WORKING EXPERIENCE                                                         

[bookmark: _GoBack]From ……………..To……..………..…the applicant served the post of……….. ……………

Is this correct? If no, please give your comment ____________________________________________________________                                          

2.	PROFESSIONAL COMPETENCE 

	Excellent  □
	Very Good □
	Good □
	Fair □
	Poor □



3.	ICAO CORE COMPETENCIES

1. PROFESSIONALISM: Shows pride in work and in achievements; demonstrates professional competence and mastery of subject matter; is conscientious and efficient in meeting commitments, observing deadlines and achieving results; is motivated by professional rather than personal concerns; shows persistence when faced with difficult problems or challenges; remains calm in stressful situations.

	Excellent  □
	Very Good □
	Good □
	Fair □
	Poor □



2. Communication: Speaks and writes clearly and effectively; listens to others, correctly interprets messages from others and responds appropriately; asks questions to clarify, and exhibits interest in having two-way communication; tailors language, tone, style, and format to match the audience; demonstrates openness in sharing information and keeping people informed.

	Excellent  □
	Very Good □
	Good □
	Fair □
	Poor □



3. TEAMWORK:  Works collaboratively with colleagues to achieve organizational goals; solicits input by genuinely valuing others’ ideas and expertise; is willing to learn from others; places team agenda before personal agenda; supports and acts in accordance with final group decision, even when such decisions may not entirely reflect own position; shares credit for team accomplishments and accepts joint responsibility for team shortcomings.

	Excellent  □
	Very Good □
	Good □
	Fair □
	Poor □



4. PLANNING AND ORGANIZING:  Develops clear goals that are consistent with agreed strategies; identifies priority activities and assignments; adjusts priorities as required; allocates appropriate amount of time and resources for completing work; foresees risks and allows for contingencies when planning; monitors and adjusts plans and actions as necessary; uses time efficiently.

	Excellent  □
	Very Good □
	Good □
	Fair □
	Poor □



5. ACCOUNTABILITY:  Takes ownership of all responsibilities and honours commitments; delivers outputs for which one has responsibility within prescribed time, cost and quality standards; operates in compliance with organizational regulations and rules; supports subordinates, provides oversight and takes responsibility for delegated assignments; takes personal responsibility for his/her own shortcomings and those of the work unit, where applicable.

	Excellent  □
	Very Good □
	Good □
	Fair □
	Poor □



6. COMMITMENT TO CONTINUOUS LEARNING: Keeps abreast of new developments in own occupation/profession; actively seeks to develop oneself professionally and personally; contributes to the learning of colleagues and subordinates; shows willingness to learn from others; seeks feedback to learn and improve.

	Excellent  □
	Very Good □
	Good □
	Fair □
	Poor □








4.	PERSONAL ATTRIBUTES

CHARACTER AND INTEGRITY:  Takes ownership of all responsibilities and honours commitments; takes personal responsibility for own shortcomings and those of the work unit, where applicable.

	Excellent  □
	Very Good □
	Good □
	Fair □
	Poor □



INTERNATIONAL OUTLOOK – RESPECT FOR DIVERSITY:  Understanding and tolerance of people of other races and creeds, belief in international cooperation and conciliation, treats men and women equally, etc.

	Excellent  □
	Very Good □
	Good □
	Fair □
	Poor □




5.	Can you confirm that there are no investigations or disciplinary actions currently pending against this staff member? If 	you are not able to confirm, please explain why.

	







6.            REMARKS ON ITEMS ABOVE (IF ANY)

	







_________________________________
Signature

_________________________________
Designation(if any)
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